T

APPLICATION FOR RECORDS RETENTION SCHEDULE D O T st VES AND MIYORY

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM-—1 for instructions on completing this form: Forward signed original to
Department of Archives and History, Records Management Division, 3:!) Capitol Avenue, Atlanta, Georgia, 30334,
Attentlon Scheduling Section.

FOH AGENCY USE 1. Agency Address : FOR RECORDS MANAGEMENT USE

Application Date : Department of Education : Application Number

LEA Financial Advisory & Assistance Sedtion 7(9.- 70‘Q‘

Application Number Fiscal Services Division , Date Received l?__ne Completed
£fi ini e —
| | 0 1c:-3 of .Admlnlstiative Serv_iﬂc_fs_ - __?T_A_N,EWJQBZ | EB 1 1982
2. Person to Contact Working Title Telephone Number
Warren Post : . Adm].m.str_ator _ 656-2447

3. Action Requesied

a. [0 Establish Retention Schedule; record will continue to accumutate. -
b. [ Dispose of present accumulation; no further accumulation anticipated.

¢. X Amend Application No, __76-70-A Check One: [J Change; O Supercede; O Void

4. Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest _ Latest ;
1965 | To Date Local Education Agency Financial Review Files
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?
No Change
7. Record Series Description This file contains the follm‘vihg documents finclude form numbers and titles, if any):

Attach samples of the file,
Documents relating to:

inciuded are:

No Change
File is arranged:
8. Monthly Reference Rate How often are records referred to which are: TR
Onetosixmonthsold . ; Seven totwelvemonthsold__________; Thirteen to twentyfour monthsold . _;
‘twenty-five months and older ? ’

9. Annual Rate of Accumulation of Records

;Legal-sizedrawers _______; Shelves : Other {specify)

Letter-size drawers

AR-50-71; Rev.76 - . BRI = (Over}
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YES { NO | 10. Questionnsire _ (Place an “X'’ in the proper column)

a. Is this the official copy of the series?
f not, where is it?

b. Does the series contain eonfndentml mformatlon requiring security handling? If yes, elte law or regulation.

c. Is this a vital record?
d. Does this series have historical or long term research value?
e. When one or two documents in the file make it neeessary to keep the entire file for a long period, could these
| ____documents be scheduled separately?
L4 s the mwmm_immwmﬁmm copy,
g. ls the information contained in this series ever sﬁalyzed andlor reoorded ina summanzed report?
_—.._If yes, attach copy,
h. Is there a duplication of this series in vour offnoe orin another pfﬂce of agency?
If ves, where?
i._Is this series for a major portion of it) reqularly microfitmed? N
_J._Does the record series result in a computer printout?

11. Retention Requirements The following requires the series to be kept:
a. State Law : years. d. Audit period _ years.
b. Statute of limitation years, e. Administrative need _ i years.
c. Federal law years, f. Federal retention instructions Years.

Attach copy or excert of laws or regulations. Explain administrative need.

-
v

12. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each:
S O Calendar Year; XX Fisca! Year; O Other then,

XX Hold in the current filesarea ______month({s) _ 1 year(s); then
D Transfer to local holding area; hold —_ ____ __vyear{(s); then

O Transter to State Records Center; hold _—____ year(s}; then

O Destroy,

XX Transfer to State Archives for permanent retention,

O Other (Specify)

These instructions apply to all prior and future accumulations of the series,

Date . | Records Management Officer (Signature) Date
' ‘ ' State Records Committee !S:mamre} Date
Re ndations in - .
commendations in para e (\ | /L‘ Fa

graph 12 are approved, State Auditpr/Desi ’ ‘
(If disapproved, attach letter . ,
of explanation.) mmuimu @W/C// 7,4/1)" Vil /4 77

L

7 Attorney General/Designee .
AR-50-71; Rev. 78 {Reverss Side -
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APPLICATION FOR RECORDS RETENTION SCHEDULE Do O T S VES AND ST aRy

RELORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form/ Forward signed original to
Department of Archives and Hlstory, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section. .

FOR AGENCY USE 1. Agency Address . FOR RECORDS MANAGEMENT USE

Application Date Department of Education Application Number

Office of Administrative Services -7(9 70 A

Application Number Fiscal Services Division Date Received Date Completed
Financial Assistance Section NOV 1 G 1981 | DEC 18 1981
2. Person to Contact o Work;\g?&; o Telephone Nutﬁber
_ Warren Post . " . Administrator 656-2447

3 Action Requested _
a. [ Establish Retention Schedule; record will continue to accumulate.
b. [J Dispose of present accumulation; no further accumulation anticipated.

c. [ Amend Application No, __76-70 Check One: ¥ Change; [ Supercede; O Void
4. Dates of Series 5. Records Series Title (followed by title used in office, if different)
Earliest . Latest '
1965 | Present Local Education Agency Financial Review Files
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?
No Change

1

7. Record Series Description This file contains the following documents (mclude form numbers and titles, if any):
Attach samples of the file.

Documents relating to:

Inciuded are:
nciu e.are No Change
File is arranged:
8. Monthly Reference Rate How often are records referred to which are: T
One to six months oid : Seven totwelve monthsold ______; Thirteen to twenty-four monthsold _______;
[ twenty-fivemonthsand older 7
9. Annual Rate of Accumulation of Records =
Letter-sizedrawers ____ : Legalsizedrawers ____________;Shelves _______; Other {specify)

o

AR-50-71; Rev.76 - - {Over)
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YES

NO | 10. Questionnaire  (Place an ‘X"’ in the proper column)

a. Is this the official copy of the series?
If not, where is it?

b. Does the series contain confidential information requiring security handling? If yes, i;tite law of reguiation,

c. Is this 8 vital record?

d. Does this series have historical or long term research value? )

__documents be scheduled separatelv?

e. When one or two documents in the file make it necessary to keep the entire file for a fong period, could these

¥

£, Is the information contained in this serjes ever published? . If ves, attach copy,

_If ves, attach copy,

g. Is the information contained in this series ever analyzed and/or recorded in a summarized report?

h. Is there a duplication of this series in your office, or in another office or agency?
If ves. where?

i. |s this series for a major portion of it) reqularly microfilmed?

_ji._Does the record setjes result in a computer printout?

1.

Retention Requirements The following requires the series to be kept:

a. State Law ' years, d. Audit period

b. Statute of limitation ..years. e. Administrative need

years,
years,

years,

c. Federal law years, f. Federal retention instructions

Attach copy or excert of laws or regulations. 'Exp!ain a&ministrative need,

]

12.

Agpproved Disposition Instructions This agency recommends that the file series be cut off at the end of each:

O Calendar Year; i Fiscal Year; O Other

then,

B Hold in the current filesarea _____ month(s) ___ 2 _ year(s); then
O Transfer to local holding area; hold .— ___ _ vyear(s); then

O Transfer to State Records Center;hold . ___vyear(s}; then

O Destroy.

Transfer to State Archives for permanent retention.

O Other (Specify) ‘

‘These instructions apply to all prior and future accumulations of the series.

Recommendations in para-

graph 12 are approved. State Auditor/Desig JW“‘ _

{If disspproved, attach letter

of explanation.) Secre te/Designee a w_&g,_, 7 ‘LQA.P’*

i aitur!),. Date | Records Management Officer (Signature)

Date

1/19/%

State Records Comm (Si re)

4

Date

he €%

2.7~ &/

Attorney General/Designee

AR-50—-71; Rev. 78
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Department of Education . ,

Financial Servicas Division ! :
Financial Review Section ‘
Room 132, 12 Mitchell St., Atlanta, Georgia 30334

TACTTON REQUESTED

ESTABLISH DISPOSITION STANDARD
RECORD WILL CONTIHNUE TO ACCUMULATE.

ffl-'o Af3rean

b )

Warren Post

5 JYerainag Fet %o

656-2442

6.

Titis

Supervisor

DISPOSE OF PREGENT ACCUMULATIOQIN;
NO FURTHER ACCUMULATION ANT

ICITATE:

T

~.Earlies% & Latest
| Dates of Series
7Y 1965 to date

9.Exact Series Title

LOCAL EDUCATIONAL AGENCY FINANCTAL REVIEW FILES

*What is the function of the office in which this record series is created?

The Financial Services Division administers the statewide distribution of APEG allotments- -
and payments, state capital outlay funds, and federal funds under Public Law 92-380, ESEA
Title IV, Part B, and conducts financial analyses and reviews of local education agencies
to aid them in financial mznagement and legal use of all funds.

The Financial Review Section conducts financial reviews of each local education agency,
providing technical assistance to them in their development of acceptable accounting
systems and maintains and updates the Georgia Accounting Handbook for Local School Systems.

. This file contains the following documents (include form numbers and titles, if any,
and file arrangement)

1

Documents relating to: admlnistering financ1a1 reviews and audits of local education
agencies, providing the necessary technical accounting assistance to the units
in the development and maintenance of uniform and acceptable accounting systems.

: TOE Cche; 227 e Fe,

Included are: (1) Local School System Budget,
(3) Audit Report,

Toa s P LTS e
T ' 3

-(2) Local School Svstem Flnanc1a1 Report,

(4) correspondence, and (5) other related documents.
O SPE FrRey S3E0s iy

e L N AP

Files are arranged: alphabetically by county school systems, city school systems,

CESAs, area vocational technical schools and regional libraries.
/’

ATTACH SAMPLFS OF THE FILE
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QL&ESTIONN’\IRL Fluce 5n %" 4t Hu proper colu. It ansver 13 "'l"." Pltﬁ'l trpsatn . ‘.-'\( E‘:g hl)
. . . -
“13. Is this the Record Copy of the series? [XJ_ P
. Except For item (2), Local School System inancial Report and 1tem(3) Audit Report. .
1k, Is there a dupllcatlon of this series in another office or agency . [i;
15. Is the informatlon contained in this series ever sunmarlzed or %ubllshed¢ (1 [x?
Attach copy of summary or publication. )
16. Does the serieés contain classified information requiring security handling? (1 ¥~
17. Does the series initiate, amend or terminate agency policies and procedures? {1 [xi
18. Could the function be performed if the files were lost or destroyed? (x] [ 1
Files would be very difficult and/or costly to reconstruct from local school systems. .
19. Is the series (or major portion of it) regularly mlcrofllmed? If yes, why? [ 1 (x]
20. Does the record series provide data as input to an EDP file? {1 [
21. Does the record series contain documentation produced as .EDP printout? [ 1 (X,
-22. Has the Federal Government issued instructions governing the retention/dispo- (X}
sition of these files? gee no. 24,
23. Will there be a need for these records 10, 15 years from now? If yes, what? {1 Ik
2L. REQUIREMENTS. The following requires the files to be kept 7 years:

a.[)STATE ©b.[])STATUTE OF c¢.[]AUDIT d. RKIFEDERAL e.[JADMINISTRATIVE f.[JHISTOHICAL
LAW LIMITATION PERIOD LAW DECIUIOJ VALUE
(Cite Law, Statute, or other reason for the retention reguirement)

P.L. 93-380, Section 434, states that recipients of Federal funds shall keep pertinent
records for 5 years_after completion of project. Some of these are grants covering 2 years.
25, AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the er
of each -{JCALENDAR YEAR ~[XFISCAL YEAR -{]OTHER _ sthen.

[ X] Hold in the current files area - ‘month(s)/ vear(s):
[ ] Transfer to [ 1] State Records Center [ ] Local Holdlng Area; hold year(s):
] Destroy.
] Transfer to State Archives for permanent retentlon
] Destroy immediately after cut-off.
] Other: (Specify)

Then remove item (2), Local ‘School System Financial Report and item (3),
Audit Report, from the files and destroy; then transfer vemainder of file to State Archives

for permanent retention.

—— ) r— —

(Indieate briefly rationale for recommendations above/or write additional remarks):

ceords Management Officer ( ignatw'c) ' : e
et Bt | sfarfre | JPGIES s | g,

6. Recommendationsldgcfficy Head/Designee’ /W LT /AN , N
' in paragraph 25 Approved [_] Disapproved ) W-J | 7:217/ i

. Slatt Auditor/lcsignee . ‘
are: ‘ .
. . 5£ PP"Q'_”J“d [ ] D‘SGPP"OVGthLmaMXQVSskg : .:SZLL.U,

STATE RECOGRDS|[ _}oeerct " State/Designee
Disapproved 3-1¢ -7,

COMMITTEE ' A
_ Attornty ornrrai/ﬂc Tgnee .
. EI Il A’)Erovod | Di qagprovr\d ____ _____ W,@ﬂ ﬂ 12 3
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